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REPRINTABLE REPORTS MENU (UPETG5)

These reports are available for the Training Office user to request at any time until the
next process is run by the System Administrator.  There are four reports available for the
users.  The HQ Completion Transmission and the transmission report are no longer
available.

HOW TO REQUEST A REPORT:

a. The CPOID (Service Activity) that you have access to will automatically display in
the Servicing Activity field.

b. The report requests default to an ‘N’.  If you want to request the report for your
CPOID, change the ‘N’ to a ‘Y’ and press ‘enter’.  You may request all four reports
at one time if you choose.

c. Once a ‘Y’ has been indicated and you have pressed ‘enter’, depress the NEXT
FORM (F2) function key for the report to be triggered.

d. If there is no data available for a particular report, the message ‘NO REPORT WILL
BE PRODUCED, NO DATA MEETS THE SELECT CRITERIA’ will display.  If
there is data available, the report will be produced and will print.  NOTE:  verify that
you have designated SLAVE printer for the Printer Destination option and that you
have compressed your print for an 8 ½ X 11 printer (several of these reports are still
132 character reports).

The data remains available to be requested as many times as needed until the next process
is run.  The Quarterly Acquisition data is available for an entire quarter, until the next
acquisition transmission is triggered the next quarter.  The Employee Training Download
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changes report, the Deleted Allocations Due To Separation report, and the Training
Report for Employees Changing Servicing Activity report will be available for two
weeks.  These three reports will be replaced every two weeks when the Employee
Changes process is run.

HQ DLA QUARTERLY ACQUISITION TRANSMISSION REPORT

Every quarter, the Acquisition Transmission is run for DLA-HQ.  This quarterly process
creates and forwards two files to HQ.  One file contains information on each active
acquisition employee.  The second file contains the acquisition workforces training
completions for all Acquisition mandated training (these courses have a PDSC code –
Acquisition Training Subject Code – and a Acquisition Training Source Code tied to
them to designate them as the Acquisition courses).  In order for the training completions
to be transmitted to HQ, the Acquisition Training Method and Acquisition School Code
must be input when filing the Completion.
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EMPLOYEE TRAINING VIA DOWNLOAD CHANGES REPORT (UPETC4)

This report provides employee data and training data for all employees that are involved
in an Accession, Separation, or Position Change (including an SSN change) based on the
employee data received from the Defense Civilian Personnel Data System (DCPDS).
This report is available after the Employee Changes process is run through the System
Administrator menu.  The Employee Changes Process will be run every two weeks to
update the employee data within the DLA-TA.  The report will be available until the next
Employee Changes is run and the data will be overlaid.

The employee will display on this report for the following reasons:  Accession to the
DLA-TA, Separation from the DLA-TA, Position change such as: Employing Activity,
Organization, Pay Plan, Series, Grade, SSN, and Supervisory/Non-Supervisory Indicator
Code (provided they actually changed series).  Other position changes do affect the
Employee’s record in the DLA-TA, but they do not display on this report.

This report will display all Requirements, Allocations and Completions, Course data and
Cost data, along with the Employee Data for the employee’s affected by the Employee
Changes.



CHAPTER 15 REPRINTABLE REPORTS MENU

15.4



CHAPTER 15 REPRINTABLE REPORTS MENU

15.5

DELETED ALLOCATIONS DUE TO SEPARATION REPORT (UPETB8)

This report is created after the Employee Changes process is run.  This report displays
Allocation records that have been automatically deleted from the system because the
employee has separated from DLA, or has been involved in a Service Activity (CPOID)
change.  The report displays the Employee data, the Separation date, and information
about the course the employee was allocated to attend.  This report is available until the
next Employee Changes is run and the data is overlaid.
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TRAINING REPORT FOR EMPLOYEE CHANGING SERVICING ACTIVITY
(UPETG7)

This report will allow the gaining site to view employee training records of employee’s
that have been involved in a Service Activity (CPOID) change.  When a Service Activity
change occurs in DCPDS the employee data is sent to the DLA-TA.  If a Service Activity
change occurs, all training data from the losing site is deleted except the Training
Completions.  These Completions are copied from the losing site’s Service Activity and
assigned the gaining sites Service Activity code.  The Requirements/Allocations and
Skills that the employee had tied to their training record are displayed on this report for
use by the gaining sites’ Training Office.  The system also checks to see if any of the
Local courses and Skill Area Codes where the employee had a Requirement, display an
exact match for the gaining sites’ data.  This information is also displayed on the report.
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